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Prior to applying for funding within CAMS, a user‟s organization must have registered for an Organization 

Profile via the Registration page (completed Profile Registration,) and received their password in an email 

notification.  Each user must have an ID and password in order to log into CAMS.  However, not all DHCD 

programs require an application in order to receive funding.  If no application is required, a note indicating 

this will appear in the program description.  Also, not all program applications have been integrated into 

CAMS.  If you don’t see an application for a specific program, consult the DHCD website or contact your 

Program Manager. 

 

On the CAMS Login Page, enter your email address (this is also your CAMS ID.) 

Enter your CAMS password. 

Select the Log On button. 

 
 

Once the Log On option is selected, the main menu page will display.   

Select the Application and Programs menu. 

 

 

Select Log on 

http://www.dhcd.virginia.gov/
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The Application Status page will display.  If the organization does not have any in progress applications, the 

page will display a message stating “No Results or No Records Found” for those statuses.  The statuses are 

Incomplete, Pending, In Progress, Approved and Denied.  Notice also that the name of the user who is logged in 

displays at the top of the page at this point. 

 
 

Select the Apply menu at the top of the screen to apply for funding. 

 
 

Unlike the Search Programs page where all programs display, only programs for which your organization is 

eligible will display on this page.  Select the program for which you want to apply from the dropdown list.  You 

will more than likely have researched this program in Search Programs already; however, the same information 

and links are available on this page.  In order for the program to appear in the “Apply” page, the application 

dates must be open (current date within the application start and end dates.)  If the application end date is 

approaching, it will be important to complete and submit your application before the end date in order to be 

considered for funding. 

Select the word “Apply” next to the program name to apply for funding.   
Example of search for a specific program 
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Once you have selected to apply to a program, the Project Name box below will display. 

The Application ID is a system-generated ID than cannot be altered.  Enter your Project Name.  This should be 

a name that is meaningful to you and identifies the specific project.  It may be by the name of where the project 

is taking place, the type of activity, or the name of your particular program.  It is possible to name more than 

one project with the same name; however, this is not advisable.  Select “Continue”. 

 

 
 

The Project Information page defaults as the first page in a series of pages for Application Submission.  Once 

data is entered on a page it must be saved in order to save the data.  Every page on the application must 

be saved individually before proceeding to another page or tab.  The application is designed in this way so 

that you may complete an application in several sessions, but you do not have to complete the entire application 

in one sitting.  The pages need not be completed in any specific order. 

 

Enter all required fields (denoted with an asterisk) on the Project Information page.   
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As noted in the instructions for the Primary Service Area, select all localities that will be in your project‟s 

primary service area.  When the links for county, city or town are selected a pop-up selection box will display.  

It may be necessary to scroll to the bottom of the pop-up selection box to view the “Done” button and exit this 

selection box. 

 

 
 

When selecting a county, it is not necessary to also select a town that lies within that county. Consult 

information for the specific program for additional instructions.  All selections will display on the Project 

Information page and may be edited (like the entire application) until the application is submitted. 

 

 
 

Once all required fields have been completed, save the page.  If the page is not saved, all work will be lost.  

Each time you save your work, you will be advanced to the next tab.  You may select any tab or page in order to 

work on that specific part of the application.  Pages need not be completed in the order they display. 
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Please read these instructions prior to completing your budget.  Completion of the Project Budget page can be 

accomplished entirely online.  A budget is not required for every program or application.  Check the program 

instructions to determine if a budget is required during the application. 

Step1 Determine your project budget.  Enter the total amount you will request from DHCD in the “Total 

Request” field at the top of the page.  Upon completion of this page, the “Total Request” amount at the 

top must agree to the DHCD Request column total shown at the bottom of the page. 

Step2 Select the “Add” link next to each Budget Category to add a line item and amount for that category. 

Step3 If “Other” is selected as a line item, a description must be noted as well.  A description field will display 

next to the “Other” line item in order to enter the description. 

Step4 It is a good idea to save your work as you go.  Each time you save your work you will be advanced to 

the next tab, but you may select the Project Budget page again at any time. 

Step5 As with all pages in the application, the Project Budget page may be updated and saved as many times 

as is necessary until the application is submitted to DHCD. 

Step6 Any program rules must be adhered to in order to save the Project Budget page.  An example of this for 

the HPP program would be the Administration Budget Category limit of 5% of the Total Request 

amount. 

Step7 Other sources of funding outside of DHCD should be entered in the “Other Funding” column on the 

applicable line item per application instructions. 

Step8 The Budget Narrative is optional, but can be an excellent way to convey additional information to the 

DHCD about your budget.  This narrative is limited to 2000 characters. 

  

 
 

Narrative Information 

If Project Types are available to select for the program, as many as are applicable should be selected.  Project 

Type describes the application elements that may be relevant to the proposal.  Refer to the application 

instructions to determine which Project Type selections apply.  Click the Go button to display the questions for 

the Project Type(s) selected.  All questions should be answered as completely and as succinctly as possible.  
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Responses should be entered first into “Microsoft Word” or “Notepad”, checked for spelling accuracy, and then 

copied to the Narrative Information response box for that question.  Once the response for a question has been 

copied to CAMS, confirm that the entire response has copied.  Responses to each application question are 

limited to 4000 characters (includes spaces and punctuation.)  Answer text will be truncated at 4000 characters 

and no more text will be copied to the Narrative Information textbox.   

 

Tip:  Not sure how many words or characters are included in your response?  If you typed your response in 

Microsoft Word, you can “turn on” word count.  Right click in the light blue status bar at the bottom of the 

Word document.  Options (as shown below) to customize the status bar will display.  If “Word Count” is not 

one of the options checked, select it now.  Then click outside of the options box.  The word count will display in 

the status bar at the bottom.  This is only the word count though; it is not an indication of character count.  

Click on the word count and a pop-up box with character count details will display.  This number must be at or 

below 4000 characters in order to display your entire answer to any application question. 

 

 
 

Click on word count and the “Word Count” pop-up below will display 

 
  

Customize Status Bar options 

Status 

B

ar 
 

Word Count 

Total characters 
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An answer to every question is required in order to Submit the application; though you may enter one or more 

answers and come back to this page later to complete the remainder of the narrative.  Save your work.  You 

will be advanced to the next tab. 

 

 
 

Attachments 

If specific files are required for the application, instructions will be indicated on the Attachments page.  All 

required attachments should be uploaded to this page prior to submitting the application.  A limited number of 

optional files may be uploaded as well. 

 

 
 

Save your work; you will be advanced to the Additional Information page. 
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Additional Information 

As noted at the top of this page, it is not required that you enter any information here.  Its purpose is to allow 

additional space to communicate pertinent project or application details to DHCD when the application is 

submitted. 

 

 
 

Once the page is saved, you will receive the following message.  If all required fields within the application 

pages above have not been completed, you will be directed to complete them before the application can be 

submitted to the DHCD and before the Submit button is available.  Select OK to exit out of the confirmation 

message.   
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The application is again displayed.  As the message above indicates, the user has several options. 

1. Make additional updates to the application and save again.  Then, continue with any of the next three 

steps. 

2. Exit out of the application and return later to complete, submit, or print. 

3. Print the Application; this is advised in order to review before submitting 

4. Submit the Application 

5. Exit the page and select to „Withdraw‟ the application.  This action will delete the application from the 

system permanently and cannot be reversed.  As such, it should be executed with caution since the 

application will need to be completed again from the beginning. 

Note:  The application must be submitted prior to the application end date in order for DHCD to review it and 

in order to be considered for funding.  It is strongly suggested that you print and review your application to 

confirm all aspects of your data prior to submitting it to the DHCD. 

 

A confirmation email should have been received in your email box.  It will look similar to the email below; 

however, specific message content varies by application. 

 
 

Step 15:  Select the Application Status menu to confirm that the application that was just submitted is now in a 

Pending Status (as in the screenshot below.)  If it is, your application was successfully submitted to the DHCD. 

 

 

The Withdraw 

option will remove 

the application from 

the system 

permanently. 


